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Introduction

The National Association of State Units on Aging (NASUA), with funding from the
Administration on Aging (AoA), has engaged a third-party vendor to develop a
software reporting structure for the State Program Report (SPR) section of the
National Aging Program Information System (NAPIS).

This effort was initiated to accomplish three primary tasks:

1. Reduce SUA reporting burden, i.e., client detail information, system
edits, validity checks and requirements for transmission.

2. Incorporate required information regarding the National Family
Caregiver Support Program.

3. Comply with Office of Management and Budget (OMB) reporting
requirements regarding reporting classifications, e.g., race and
ethnicity.

The resulting system is the NAPIS State Reporting Tool (NAPIS SRT). NAPIS SRT
will help State Units on Aging to create, edit and validate SPRs and to create
transmission files for submitting data to AoA. Through this project, NAPIS SRT
will be provided to all State Units on Aging free of charge. Training on use of the
system will also be provided to SUAs as part of this project.

About NAPIS SRT

NAPIS SRT offers several features that make preparing program reports faster
and easier.

e XML, Excel and DBF Import — many database systems can export to
XML, Excel and DBF files. Import files destined for NAPIS SRT need to
conform to the appropriate schemas supplied by AoA.

e Efficient report data entry - the data entry screens are based on the
paper based SPR.

e Use the SRT’s powerful roll-up report functionality to create a single,
state report based off of multiple agency reports.

e Error correcting tools — NAPIS SRT offers several tools to help you
clean up data for submission.

e Flexible print options - print out one or more sections of the report of
the whole report quickly and easily.

e Easy submission — NAPIS SRT supports one-click automated report
submission.
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About the Documentation

The goal of the documentation is to describe the procedures and provide any
extra information you will need to use the program. In the case of the printed
manual, the documentation was not meant to be read cover to cover. If you are
comfortable using the Windows® operating system, skip to Using NAPIS SRT
for an outline of how to use the software.

System Requirements

Windows 7 or Windows XP SP3
Internet Explorer 7, 8 and 9

2.0 GHZ processor or better
40-45 Kbps (kilobytes per second)

Working in NAPIS SRT

Working in NAPIS SRT describes screen features and basic procedures, including
starting and exiting the program.

If you are comfortable using Windows® based programs, you will probably want
to skip most of this section.

If you are not confident in using Windows or are new to using a computer, read
through most of this section. It should help you better understand how to work
in NAPIS SRT.

Using NAPIS SRT contains step-by-step procedures on how to create, edit, and
submit reports.

Start and Log In

> To start and log into NAPIS SRT

1. From the Windows Start menu, select Programs (or All Programs in
Windows XP) then US Administration on Aging, then SRT.
2. Your computer displays the NAPIS SRT Log In screen.
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'ﬂ Aoh Reporting - Login [ﬂ

Enter your user name and password to log in.

Username: | |

Password:

. Enter your Username and Password

Click Login to start the program.

After you have logged into the application you will be presented with
the Select Reporting Module screen.

1B 204 evomny S ey L S e
Fle ‘View Mdp

N hw

e If you are creating a State Report click on State Program Reports
button.
e If you are creating a ARRA Report click on the ARRA Reports button.

Working in NAPIS SRT describes screen features and basic procedures, including
starting and exiting the program.

The goal of the documentation is to describe the procedures and provide any
extra information you will need to use the program. In the case of the printed
manual, the documentation was not meant to be read cover to cover. If you are
comfortable using the Windows® operating system, skip to Using NAPIS SRT
for an outline of how to use the software.

Data Tabs

NAPIS SRT uses four main header tabs to display program reports. The tabs
organize information so that you can find what you are looking for quickly
amidst lots of information. When you click on the section header tab, individual
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sub section tabs display below the section header tabs.

tab and data entry tabs display.

B AcA Reporting - State P Reports
porting rogram Repor

File View Report Help
34 Select Module () Back

(3 section | [ sectiontr [ [ smionﬁ‘ﬂ [l section 1v|

Forward | [l Save Jiie

Main Report

.-

_ Section Tabs

Click on a sub section

Validate Cell sub Section ntErrors 32 Preferences
Tabs

0 sectiont.A| O3 Secton8 | [ Sectont.c || (3 Secton£.0 | [ Secton LE | [ sectonLe (%

[ 1.B. Total Registered Clients (Cluster 1 and Cluster 2) ‘ 0 8. c

regate Meals | [ L.5. Nusition Counseiing | [ 1.8, Assisted Transportaton |

SECTION 1. Elderly Clients
8.General Characteristics of Elderly Clients Receiving Regig

Data Entry

Services and Those Receiving Cluster 2 Registered Service

Tab ] Clients Receiving Registered Services™
a 5_/ Total™ With Income Age of Client
Below Poverty B

60-74 75-84

Total Clients

Total with Age Reported

Age Missing

Female

[Male

Gender Missing
Rural Clients

Rural Missing

|||||

Live Alone

||[Live Alone Missing

Clients By Ethnicity

Hispanic or Latino

ot Hispanic or Latino

N
|Etrmim Missing

Il Clients By Race or Ethnicity
||[white (alane) == - Non-Hispanic

Working in NAPIS SRT describes screen features and basic procedures, including

starting and exiting the program.

Menus

The NAPIS SRT menus are located directly below the AoA Reporting title
bar. Menus give you access to functions of the program. NAPIS SRT
contains these menus: File, View, Report and Help. Other menus appear
the program

as you access different areas of

File  View Report

Help

2 Select Medule () Back

Forw

Menus

D Section I

(] section II

[ sectionmm | (N,

| O section 1.4

D Section I.LE

[ section I.C

Toolbars

|| (1 1.B. Total Registered Clients (Cluster 1 and Cluster 2) | [ LB,

The NAPIS SRT menus are located directly below the AoA Reporting title
bar. Menus give you access to functions of the program. NAPIS SRT
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contains these menus: File, View, Report and Help. Other menus appear
as you access different areas of the program

@ Aoh Reporting - State Program Repu_
File  View FReport Help

4 Select Module () Back N
[ sectionI | [ sectionir | ] Section III| D\

| [ section LA [ section1.B (] sectionI.c | [
|| [1 1.B. Total Registered Clients (Cluster 1 and Cluster 2) | [ LB,

Menus

1=

Moving Between Fields

Use the UP ARROW and DOWN ARROW on the keyboard to move between fields.
The ENTER key moves you to the next field.

Shortcut/CTRL Keys

Some frequently used NAPIS SRT menu options have shortcut keys, which are
displayed to the right of the option. These shortcut keys can be used to access a
function without having to open a menu. For instance, to save without using the
mouse, hold down the CTRL key while pressing the S key.

ALT Keys

All menus and option buttons in NAPIS SRT have labels with one letter
underlined. If the ALT key is pressed in combination with the underlined letter,
the effect is the same as clicking the menu or button with the mouse. For
example, the File menu can be opened by holding down the ALT key while
typing an F. Use ESC for Cancel and Close.

List or Grid Screens

NAPIS SRT displays program reports in a List Screen. List Screens, also known
as Grids, display several records in a list, similar to a spreadsheet. Each row
contains one record. Columns divide each row, listing key information about
each record. To open a record, double click the row of the entry.

Sorting Information

You can sort the records in a list screen by clicking the column headings. Click
the appropriate column heading once to sort the records according to the data
that appears in that column. The program sorts in ascending order by default.
Click the same column heading once more to sort the information in descending
order.
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Refreshing List Screens

Most list screens have a Refresh button. As you add or edit records, the records
displayed by a list screen may not reflect the most recent changes to the
database. When you click Refresh, NAPIS SRT updates the list screen with
current data.

Formatting Columns

NAPIS SRT allows you to format the columns of the Report list (grid) screen. You
can change the size and number of columns in view, the sort order of the data,
and the order of the columns themselves.

» To adjust column widths
1. Hover the mouse over the right border of a column heading.

2. When the pointer becomes a double-headed arrow, click and hold
down the mouse button.

3. Drag the column border to the left or right.

4. Let go of the mouse button.

To adjust the column to fit the column contents
1. Double-click the right border of the column heading.

Changing List Screen Sort Order
You can easily change the order of the data that appears on a list screen.
» To change the sorting of a list screen

1. Click the appropriate column heading once. The records sort
themselves in ascending order according to the data that appears in
the column.

2. Click the same column heading once more to sort the information in
descending order.

Navigating the Report List Screen

To navigate through the report list screen you will use Menu Bar which contains
several buttons.
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YV V VYV V

YV V V V VYV V

B o eporing -t Program tepors A

File  View Action Help
Y Select Module (3 Back Forward | 7] MNew [] Open [ Properties X Delete |&fPrint [§ Print Preview | % Refresh

Created By Created Last Updated By  Last Updated Comments Crganization Report Level f

Selection Module - takes you back to the main AoA Reporting page
where you can select to run an SPR Report or an ARRA report

Back and Forward - used to navigate between pages.
New - used to generate a new report.
Open - used to open a selected report to view and edit contents.

Properties - displays contact information about the submitter and
details about the selected report.

Delete - used to delete a selected report from the list view screen.
Print - used to print the list view screen.

Print Preview - used to preview the list view screen before printing.
Refresh - updates the list view screen with recent modifications.
Submit - submits your validated report automatically to the AoA.

Certify NSIP - allows state users to electronically confirm the validity
of their NSIP numbers.

Certify SRP - allows state users to confirm the overall validity of the
SPR

Fiscal Year - allows user to filter report list by fiscal year

Report Level - allows users to filter the report list by Agency or State
reports.

Agency - allows user to filter the report list by submitting agency.

Exiting NAPIS SRT

>

1.

To exit NAPIS SRT

From the File menu, choose Exit or click the X icon on the title bar.

Using NAPIS SRT

You can use NAPIS SRT to generate both annual (See “Annual Reports”) and
Quarterly (See “Quarterly Reports”) Reports. Process for creating and
submitting both types of reports is very similar.
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Quarterly report support American Recovery and Reinvestment Act (ARRA)
reporting. This section outlines the individual procedures used to create a valid
report. The checklist below describes the general process you will go through to
get your quarterly and annual data ready for submission.

NAPIS SRT Checklist

Create a New Report (see "Creating Reports")
Edit the report as needed to clean up data.
Validate the data (see “Validating Data”)

Correct any errors (see “Correcting Errors”) that the program has
found. NAPIS SRT offers several error correction features including the
ability to print parts or all of the report (see “Printing Reports”).

ol A

v

Re-validate the report (See “Validating a Report”)
6. Submit the Report (see "Submitting a Report").

Creating Reports

NAPIS SRT creates two types of reports: State Reports and Agency Reports. A
State Report is a report covering all agencies in the state which provides
information on the effectiveness of social programs geared towards the elderly
under the Older Americans Act. An Agency Report is a version of the State
Report containing data for only one agency. You can run SPR reports based on
annual data (see “Annual Reports”) and ARRA reports based on quarterly data
(see "Quarterly Reports").

Reports can be created by using one of three methods: from a blank report,
from agency "rollup" reports, and from an import. This section looks at the first
3 sections of report creation. See Importing Reports for more information on
importing from DBF, XLS and XML files (for either annual or quarterly reports).

NAPIS SRT can copy developmental accomplishments in Section IV from one
report to another. See Copying Report Accomplishments for details. Note that
this only applies to annual reports.

10
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Annual Reports

AOA requires both annual SPR reporting and quarterly ARRA reporting. Annual
Reports are much more detailed than quarterly reports and are submitted to

AOA yearly.

Annual Blank Program Reports

You can create annual State Program Rollup or Agency Reports starting from a
blank report. If you're importing files (See “Importing Reports”), NAPIS SRT
creates a new report automatically based on the type of file you import.

» To create a new annual blank program report

1. Click the State Program Reports button or select State Program
Reports from the View menu in the Select Module screen.

2. Click the New button.

(B Aoh Reporting - State Program Reports I

| File View Action Help

24 Select Module () Back ch-ar@pen [ Properties X Delete | S

Created By Created Last Updated By  Last Updated Comments

oo ypsosen ee uppmnsase |

3. Select Blank Report in the Report Source dropdown list.

4. Under Fiscal Year, select the correct reporting Year. The current year

will default.

11
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Report Source: IBIank Report i I

Fiscal Year: 2012 -

Submitter Name: Jane Doe

Email Address: email @email,com

Phone Mumber: (803) 543-1234

Comments:

[ Copy Developmental Accomplishments?

5. Submitter Name, Email Address and Phone Number will prepopulate
with the user information. This e-mail address is where your
confirmation e-mails will be sent after submitting your report.

6. Enter any comments, as needed.

7. Indicate if you want to Copy Developmental Accomplishments? by
placing a check in the box.

8. Select the report that you want the Development Accomplishments to
be copied from. Click OK after you have made the selection.

9. Click OK.

10. NAPIS SRT brings you to the Report Data Entry screen. Review
information and change fields as needed. As you work, click Save
periodically.

11. Click the Save button to save the report.

12. Use the Back button to navigate back to the main report selection
page

Annual State Program Rollup Reports

NAPIS SRT can create annual State Program Rollup Reports by "rolling-up" or
adding together several agency reports. When rolling up reports, the agency
report date ranges must match those of the rollup report you are creating.

» To create an annual state program rollup report

12
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u kN

»

7.

. Click the State Program Reports button or select State Program

Reports from the View menu in the Select Module screen.
Click the New button.

Select Rollup Report from the Report Source dropdown list.
Enter a Report Name.

Under Fiscal Year, select the correct reporting Year. The current year
will default.

Submitter Name, Email Address and Phone Number will prepopulate
with the user information. This email address is where your
confirmation emails will be sent after submitting your report.

TR S

Report Source: [Rollup Repart ']

Report Name: FEY 2012

Fiscal Year: 2012 .

Submitter Name: Jane Doe

Enalluiess email @email.com

Phone Mumber: (803) 543-1234

Reports:
Incude? Region Qrganization Mame Crez

l:l—-m

Harmony Aging 1 JHD

4 1 | 2
Select All | Deselect All

Comments: "

[ OK ][ Cancel ]

In the Reports screen, select the reports you need for the new rollup
report.

13
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50 REPDHA S

Report Source: [Rnl\up Report ']

Report Name: FFY 2012

Fiscal Year: 2012 -

Submitter Name: Jane Doe

EnaBkess email@email.com

Phone Number: (803) 543-1234

Reports: 5 )
Indude? Region State Organization Mame

Creg
W Hemonvhang ool
| ot HA

Harmon y Aging 1 |JHD

*
Select All | Deselect All

Comments:

o

8. Enter any comments, as needed, in the Comments section.
9. Click OK.

10. NAPIS SRT brings you to the Report Data Entry screen. Review
information and change fields as needed. As you work, click Save
periodically.

11. Click Save and then the Back button to close the report.

Quarterly Reports

Quarterly reports support American Recovery and Reinvestment Act (ARRA)
reporting. You are required to submit an ARRA Report to AoA four times a year.
A Quarterly Report is considerably less detailed than the Annual Report, and
looks only at the totals for Home Delivered and Congregate Meals found in
Section II.A of the report.

For more information about ARRA, visit:

<http://www.recovery.gov/files/Initial%20Recovery%20Act%20Implementin
g%20Guidance.pdf>.

Quarterly Blank Reports

You can create State Program Rollup Reports or Agency Reports quarterly
starting from a blank report, or by importing xml or dbf files. If you are

14
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importing files (see "Importing Reports") NAPIS SRT creates a new report
automatically based on the type of file you import.

» To create a quarterly blank program report

1. Click the ARRA Reports button or select ARRA Reports from the View
menu in the Select Module screen.

F:‘W porry - Sl Feporny e
File

View Mdp

—_——

| MRA Regorts

= =

‘ State Program Reports

2. Click the New button
3. Select the Blank Report from the Report Source dropdown list.

4. Under Report Period, select the quarter you are reporting on. Quarterly
time frames are as follows:

e Q1:10/1-12/31
e Q2:1/1-3/31
e Q3:4/1-6/30
e Q4:7/1-9/30

e ==

Report Source: [Blank Report ']

Fiscal Year: 2012 -

EEnaERS [Quart:erl\-I Recovery Act Report (Q1) ']

Submitter Name: Jane Doe

Enalbadsas emall @email, com

Phone Number: (802) 5432134

Comments:

15
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5.

6.
7.
8.

Submitter Name, Email Address and Phone Number will prepopulate
with the user information. This e-mail address is where your
confirmation e-mails will be sent after submitting your report.

Enter any comments, as needed, in the Comments section.
Click OK.

NAPIS SRT brings you to the Report Data Entry screen. Unlike annual
Reports, quarterly Reports contain very little data - the only sections
you can enter data into are the Home Delivered and Congregate Meals
lines found in Section II.A of the report. All other fields have been
disabled. Within these areas, you can review information and change
field entries as needed. As you work, click Save periodically.

@ 208 Reporting - ARRA Reports (=5 ECE

File Miew FReport Help

o} SelectModule @ Back ) Forward [ Save [ Validate Report [ Validate Section 31 Validate Cell [Sp Export & Print Report €3 Print Errors 32 Preferences

D3 section ILA-ARRA |

SECTION L. Utlization and Expendicure Profiles -
A Title 11 Ukiization, Expenditure Profile (Except Thle I0-E)
A, Title III Utflization, Expendkure, and Program Income Received Profile (Except Title III-E} [ QA Title LI Expenditures (5) by Part
For Selected Services | Number of #of AdAs | Undupicated | # of Persons Service Urits Title 100 Total Service: Program Income. B c1 cz
Providers | Direct Services | Persons  |Served at High Expenditure Expendiure ‘ Received
Provision Served Hutrition Risk

Cluster 1: Registered Services - Requiring Detalled Chent Profile

1., Personal Care

<, Home Delivered
Meals

4. NSTP Home
Delivered Meals*
5. Adult Day

Careftealth

6. Case Management

Cluser 2: Registered Services - Requining Summmary Clisni Profile

7. Assisted

8. Congregate Meals
a. N5IP Congregate
Meals*

9. Nutrition Counseling

Cluster 3; Non-Registered Services - No Client Profile Required

10, Transportation

11. Legal Assistance

12, Mtrition Education

Assistance

13, Information and

14, Qutreach

15, Other Services

16. Health Promation

17, Cash and
Counseling

Total (Unduplicated)

This is a quarterly Recovery Act report. Al report figures are cumulative since the beginning of the grant,

tburdick Harmony Development

9.

When you have finished entering and reviewing data, validate the
report. Just as with annual reports, the SRT can validate quarterly
reports at the cell, section, or report level. However, since there are
only six fields on one page, it makes the most sense just to validate at
the Report level (See “Validating Report”).

To successfully validate a report, remember that a report cannot
contain all zeroes. Additionally, if you enter a number in any field in
either the Home Delivered Meals or Congregate Meals rows, you must
also enter numbers in the other two fields of that row.

10. Click Save and then the Back button to close the report.

16
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Quarterly Rollup Reports

NAPIS SRT can create Quarterly Reports by "rolling-up" or adding together
several agency reports. When rolling up reports, the agency report date ranges
must match those of the rollup report you are creating.

» To create a quarterly state program rollup report

1. Click the ARRA Reports button or select ARRA Reports from the View
menu in the Select Module screen.

19 201 ooy S Ry T S
| A

e |

_State Program Reports J ASRA Reports

Click the New Button.
Select Rollup Report from the Report Source dropdown list.
Enter a Report Name

wi A WN

Under Fiscal Year, select the correct reporting Year. The current year
will default.

*

Under Report Period, select the quarter you are reporting on.
Quarterly time frames are as follows:

e Q1:10/1-12/31
e Q2:1/1-3/31
e Q3:4/1-6/30
e Q4:7/1-9/30

17



NAPIS State Reporting Tool

Mew Report @

Report Source: [Rollup Report "]

RencitiHams] Sample Report

Fiscal Year: — =

Report Beriod: ’Quarterly Recovery Act Report (1) V]

Subrmitker Mame: Ryan 5 Burdick

Email Address: rburdicki@harmonyis . com

Phone Mumber: (802) 316-4577
Reports: i T
Include?  Region Skate Organization hame {5
I Hay Harmony Q& re|E
I Ha Harmany QA I
I Ha Harmany QA ¥
= s e n -

I .
Select All | Deselzct &l

~

Camments: I
= -

oK ] ’ Cancel

7. Submitter Name, Email Address and Phone Number will prepopulate
with the user information. This e-mail address is where your
confirmation e-mails will be sent after submitting your report.

8. In the Reports screen, select the reports you need for the new rollup
report. Only items from the specified quarter are eligible for rollup.

9. Enter any comments, as needed, in the Comments section.
10. Click OK.

11. NAPIS SRT brings you to the Report Data Entry screen. Review
information and change fields as needed. As you work, click Save
periodically.
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@ 20A Reporting - ARRA Reports

(=]

File  Miew Report Help
) SelectModule (3 Back () Forward | [ Seve [y Validate Report [ Validate Section 5] Validate Cell B Export & Print Report € Print Erors 32 Preferences

U3 Section T-ARAA

[ section 1L.a-aRRa |

SECTION IL. Utilzation and Expenditure Frofiles .
A Title I11 Utilization, Profile (Except Title 1I-E)

. Title 111 Utiization, , and Program Income Received Profile (Except Title TI1E) OAA Title TIT ) by Part

For Selected Services | Wumberof | #of AdAs | Unduplicated | # of Persons | Service Lnits Title 111 Tatdl Service | Program Income 1 =]

Providers | Direct Services Persons Served at High Expenditure Expenditure Received
Provision Served | Murition Risk

Cluster 1: Registered Services - Requiing Detailed Client Profile
1. Persona Care

[2. Homemaker
5. Chore
4. Home Delivered

Meals

4a, NSIP Home:
Delivered Meals*

5. Adult Day
CarefHealth

6. Case Management

m,

Cluster 2 Registered Services - Requiring Summary Clisnt Profi

7. Assisted

& Congregate Meals
Ga. NSIP Congregate
Meals™

9. Htrition Counseling
10. Transportation

11. Legal Assistance
12. Mutrition Education

Cluster 3: NonrRegistered Services - No Client Profile Required

13. InFormation and
Assistance

14, Outreach

15, Other Services
1¢. Health Promation
17. Cash and
Counselin

Total {Unduplicated)

This s & quarterly Recovery Act report. All report figres are cumulative since: the beginring of the grart.

tburdick Harmony Developrent

12. Click Save and then the Back button to close the report.

Copying Report Accomplishments

You can copy developmental accomplishments in Section IV.A and IV.B from an
existing report into a new report. NAPIS SRT cannot copy developmental
accomplishments into an agency roll-up report.

» To copy developmental accomplishments

1. Click the State Program Reports button or select State Program
Reports from the View menu in the Select Module screen.

2. Click the New button.

3. Choose a report following process described earlier in this
documentation.

4. Place a check mark in the “"Copy Developmental Accomplishments”
field.

Click OK.

Select the report you’d like to copy accomplishments from.
Press OK.

© N O u

NAPIS SRT brings you to the Report Data Entry screen.
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9. Begin data entry as outlined in Report Data Entry.

Editing Reports

If you edit a report that has been Validated, you will need to re-validate the
report (see "Validating a Report") after saving your changes.

» To edit an existing report

Click the State Program Reports button or select State Program
Reports from the View menu in the Select Module screen.

[Ey

Highlight the report you'd like to edit.
Click Open on the toolbar.
NAPIS SRT brings you to the Report Data Entry screen.

Begin data entry as outlined in Report Data Entry. As you work, click
Save periodically.

6. Click Save and then the Back button to close the report.

AR S

Report Data Entry

NAPIS SRT uses clean, efficient spreadsheet-like screens for most of the data
entry into an SPR. The look of the sections is based on the paper-based SPR
report. The sections of a program report are organized by Title and Section.

To begin data entry, click on the section header tab, by default the “Section I”
will be active and sub tabs associated with that section will be displayed. You
cannot enter data into most Section Headings. They are there to organize the
data entry sections within the report and to display your progress.

A check mark icon on a tab means that the area has been validated. A blank
icon indicates that either the section has not been entered or all changes to that
section have been saved, but not validated.

Each section contains one or more sub tabs, based on the paper version of the
SPR. You enter data directly into these tabs. After highlighting an appropriate
tab, NAPIS SRT displays the Data Entry Cells. Highlight a Data Entry Cell. Use
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your keyboard to enter the number or text. Use the ENTER key or the RIGHT

arrow to move onto the next cell.

After validating the data, (see "Validating Data") NAPIS SRT displays any

File View Report Help

74 Select Module () Back )

Section Heading Tabs

Report Data Entry Screen F

[ Validate Cell B Export & Print Report €9 Print Errors 3% Preferences.

33 sectont [ 13 echonti | 03 sectontit | B Secbontt]

Secton 18 | ) SectonL.C | B Sechon 10| B Secton L€ | 2 secion L |

[ Data Navigation Tabs }

. —L
F Caregivers Serving Elderly y Careg - Titl T
P 1 Services only - See Section II-B for specifics.

All Caregivers Age of the Caregiver
Under 60 Age6074 | Age758% Ageds +

Data Entry Fields

i

jon ILA isr

jon 1L

Section 11D Section ILD

Errors Pane

Section ILE Section ILE t NAPIS report thi

Secton 118 Section ITL.8 is required. In order to submit an

section

mit an AoA-compliant NAPIS report thi

is section cannot be bark,

errors in the Errors pane in the lower portion of the screen. Double click on the
Error Description and the data cell will be highlighted.

Moving Through a Report

The SPR has many sections and subsections. NAPIS SRT offers multiple tools to
move through an SPR as efficiently as possible.

NAPIS SRT displays the Navigation Tabs just above the Report Data Entry

screen.
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(B ok Reporin - Program nepors

File  View Report Help

o} Select Module 0 Back Forward | [ Save ‘u‘alidate Report [ Validate Sectien [2] Validate C

[ section1 | [ section i | [ Sectiontil | [ Section Iv |
| O3 section1.a | [A section1.8 | ] section1.C | [ section.D| [A Section LE | [ section1.F |

SRCTIONLT

=
I E.Summary Characteristics of Caregivers Serving Elderly Individuals{National Family Caregiver Support Program -

Entering Data into Cells

5.

To modify numbers or data within a section

. After creating a new report (see "Creating Reports") or accessing

an existing report, (see "Editing Reports") find the appropriate
section and section with the cell you need to enter or modify.

. The screen defaults to showing you the first section. Click on a

different tab to see a different section.

. The data entry cell of the section appears below the tabs.
. Click a cell. Enter or modify information as needed. Press ENTER or

use the RIGHT ARROW to continue moving through the cells.
When finished, click Save or to exit the report, click Back button.

Validating Data

Before your SPR can be submitted to the AoA, it must be Validated. The
Validation process checks to make sure that a series of rules about the data in
the report have been followed.

NAPIS SRT validates data at three levels: cell level, section, and report level.

@ AcA Reporting - State Program Reports

File  View Report Help

4 Select Module () Back Forward | [l Save Validate Report  [4] Validate Section [F] Validate Cell |5} Export & Prir

09 section | [ sectiont | (1 sectiontu | [ section 1v|

[T cartion T8 [T e o [ T cncim s e I T8 cmmsimm e I T8 et e | 19 emiim v e
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Cell Level Validation

Cell level Validation validates just the cell that is currently selected in the Report
Data Entry screen. Highlight a cell and press the Validate Report button on the
toolbar to have the data within that cell be validated.

Section Level Validation

Section level Validation validates just the current Section displayed in the Report
Data Entry screen. Use the tabs to navigate to a particular section in a program
report. Once you access and have filled in data within the appropriate section,
click Validate Section NAPIS SRT validates the current section and provides a
list of any errors. See Validating a Section for detailed instructions.

Report Level Validation

SPRs need to pass Report Level Validation before receiving a signature for
submission to the AoA. To validate a report, open the report from the Reports
list screen and click Validate Report. NAPIS SRT checks all the data in the
report. Several required sections of the SPR must have data and be error free
before it can pass report level Validation. For more details on report Validation,
please see Validating a Report.

B e

File View Report Help
(a4 Select Module () Back () Forward | [ Save [ Validate Report | 4 Validate Section )5} Validate Cell (33 Export &% Print Report € Print Errors 32 Preferences
03 section1 | [ sectiontt [ [ section 1 [ [ secton1v]

[3 secton .4 | [ section 1.6 | [ sectionL.c [ [ Section 1.0 | [ SectonLE [ [ section LF|
SECTION 1. Elderly Clients and Caregivers
AElderly Client Counts

1.Unduplicated Count of Persons Served For Registered Services | 5|

2.Estimated® Unduplicated Count of Persons Served For 9
s Served Through

3. Total Estimated Unduplicated Count of Pes
=There is no prescribed methad for developing this estimate.

Section Error Description

#3Total persons served may be no more than the sum of #1 Unduplicated Registered dients + #2 Estimated unregistered dients

Validating a Section

When you validate a section within a program report, an Error pane appears in
the lower right of the screen. Numbers in any cells related to the errors change
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color. You can customize the colors that NAPIS SRT uses for error cells. See
Changing Report Colors for more details.

>
1
2.
3
4

B AcA Reporting - State Program Reports

To validate a section within a program report

Open an existing report.

Navigate to the appropriate Section in the Navigation pane.
Highlight the section so that NAPIS SRT displays it below the tabs.

Click Validate Section on the toolbar.
e [ =T e

File View Report Help

£ Select Module () Back () Forward | [ Save [ Validate Report( [ Validate Section )= Validate Cell [3) Export & Print Report € Print Errors 3% Preferences

[ sectionT | [ sectiont | [ section 11 | [ Section v

| B section 1.4 | 1 Secton1.5| [ section1.C | [ section 1.0 | [ secton L€ | [ section LF|

. . _
________INavigation Tabs |

Orc

SECTION L Elderly Clients
C.Detailed ADL Characteristics of Elderly Clients Receiving Cluster 1 Services
(Report information far all Cluster 1 services cambined and each service separately.)

ADL SUMMARY FOR

Total Cluster 1 Clients | [ 1.C. Personal Care | [ 1.¢. Homemaker [ 03 L.C. Chore | [ 1.C. Home Delivered Meais | T-Tre-mmmroay caremmesmrr- [ 1.C. Case Management

Total - All Ages™ Total Age 60-74 Total Age 75-84 Total Age 85+

Total [ 0ADL [ 1ADL [ 2ADL | 3+ | Total | 0ADL [ 1ADL [ 2ADL

ADL

3+ | Total

ADL

0ADL [ 1ADL [ 2ADL | 3+

ADL

n

ADL

Total Clients

Clients with Age Data

Total [ 0ADL [ 14DL | 2ADL

AgeMissing

ADLsMissing

Female

Work Pane

Male

Gender Missing

Rural

Rural Missing

Income below Poverty Level

Poverty Missing

Live Alone

Live Alone Missing

Clients by Ethnicity

Hispanic / Latino

Not Hispanic or Latino

Ethnicity Missing
Fliante b Dara o

- Frhmirit

Section

1.C. Total Cluster 1 Clients

Error Description

For all rows and columns in the section Total — All Ages the Ttem value may not exceed Ttem value on the Total Clients row.

Errors Pane

5.

NAPIS SRT displays any errors in the Errors pane displayed below the
Work pane.

Double click on the description of the error and the data entry cell will,
highlight where the error is in the section so you can make the
correction.

If the section was successfully validated, a check appears on the
appropriate section tab.

Validating a Report

Even if you have validated each section within an SPR, you still need to validate
the whole report to be able to submit your report to the AoA. If you have not yet
entered data into certain parts of the report, Validate skips over non- required
sections with all zeros.
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When you validate a program, an Error pane appears in the lower portion of the
screen. Numbers in any cells related to the errors change color. You can
customize the colors that NAPIS SRT uses for error cells. See Changing Report
Colors for more details.

All sections listed below must have values (non-zero) and be error free before
NAPIS SRT can export the SPR to an SRT file ready for transmission.

e LA

o IIA

o II.B

o II.C

e II.D

o III.A

o III.B

o III.C

o III.D

» To validate a report for submission
1. Open an existing report.

2. Click Validate Report on the toolbar.
3. NAPIS SRT displays the Report Data Entry screen. It takes a minute or

two for the program to validate the whole report.
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@ £oA Reporting - State Program Repol

File View Report Help
£} Select Module ) Back () Forward | [ Sa
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[ section1 [ 0 section 1t | [ sectionm [ B

Validate Report [J] Validate Section [ Validate Cell 5 Export & Print Report €3 Print Errors 32 Preferences
Section T

1= | B [t

|| 3 sectonz.a| [ section .8 | [ sectonL.c | P Section1.0 | P Secton1.£ | B SectionLF Navigation
/[ & 1.6 Total Regstered Clients (Cluster 1and Cluster 2) | B L5, Congregate Meals | [ 1.B. Nutrition Counseling | [ 1.B. Assisted Transportation Tabs
SECTION 1. Elderly Clients l

B.General Characteristics of Elderly Clients Receiving Registered Services and Those Receiving Cluster 2 Registered Service

Clients Receiving Registered Services™
Tatal ngtuwp?v:;y Age of Client Work Pane
60-7% 7584 85+
Tatal Clients 74 %
Total with Age Reported 70 0
Age Missing
Female 2|
Male 1
GenderMissing
Rural Clients
Rural Missing
Poverty Missing
Live Alone

Live Alane Missing

Not Hispanic or Lating

Ethnicity Missing

liants i Dara nr Efhmicin:

|| secton

Error Description

Section LA

LB. Total Registered Clients (Cluster 1and Cluster 2)
1B, Total Registered Clients (Cluster 1and Cluster 2)

Total Clients is supposed to be less than or equal to Section T4 #1. Unduplicated Count of Persons Served for Registered Services Supported by
the OAA Title II1,

For each row, Clients in the Below Poverty column may not exceed Total dients.

For each row, Clients in the Below Poverty column may not exceed Total cients.

1.B. Total Registered Clients (Cluster 1and Cluster 2)

1.B. Total Registered Clients (Cluster 1and Cluster 2)

1.5, Total Registered Clients (Cluster 1and Cluster 2)

1.C. Total Cluster 1 Clients

For each row, Clients in the Below Poverty col)

The sum of age missing and the total of all die d Total Clients.

Total Clients is supposed to be less than or eg| Errors Pane Junt of Persons Served for Registered Services Supported by
the OAA Tite 111,

Far all rows and columns in the section Total d Item valus on the Tatal Ciients row.

Section ILA Section ILA is required. In order to submit an AoA-compliant NAPIS report this section cannot be blank.
Section ILE Section ILB is required. In order to submit an AoA-compliant NAPLS report this section cannot be blank.
Section ILD Section ILD is required. In order to submit an AoA-compliant NAPIS report this section cannot be blank,
Section ILE Section ILE is required. In order to submit an AoA-compiiant NAPLS report this section cannot be blank.
Section IILA Section TILA s required. In order to submit an AoA-compliant NAPIS report this section cannot be blank. W
Section IILB Section II1.8 is required. In order to submit an AoA-compliant NAPIS report this section cannot be blank.
tion 1T Hion 1T iradd_Tn ardar to cubmit + thic cack . ha blank

4. NAPIS SRT displays any errors in the Errors pane displayed below the

Work pane.

5. Double click on the description of the error and the data entry cell will

highlight where the error is in the section so you can make the

correction.

6. If the report was successfully validated, the program prompts you.

Click OK at the prompt. Click Save and then Back to save and close
the validated report.

jl The report was verfied without error.

ng Errors

After validating a report or section, you may see a list of errors that NAPIS SRT
has found. In a report as complex as the SPR, it can be difficult to find which
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piece or pieces of data are causing the problems. Try these ideas to help resolve

report errors:

e You can print out the errors in the Error pan if it makes it easier for you to
read. When the Error pane is in view, press Print Errors from the toolbar.

e Use the Error pane to easily move through the sections that are causing
problems. Highlight an error double-click on it to go to the appropriate
section.

o Ifit's not easy for you to see which cells are causing problems, try changing
the color of the error cells. See Changing Report Colors for details.

e Try printing or exporting a section to see the data in a different format. See
Printing a Section and Exporting a Section for detailed instructions.

Printing Errors

You can print the list of errors found in the Errors pane.

To print a list of errors

Open an existing report.

Click Validate Section or Validate Report on the toolbar.
NAPIS SRT displays all errors found in the Errors pane.
Click the Print Errors button on the top toolbar.

Click Print to send the list of errors to your local printer

mopWN RV

Viewing and Editing Report Properties
» To view and/or edit the properties of a report
1. Navigate to the Reports list.
2. Highlight the report you'd like to edit and press Properties.

) AcA Reporting - State Program Reports

File  View  Action Help
2 Select Medule () Back &) Forward jMNew | ] Open “F Properties ¥ Delete | &

Created By Created Last Updated By  Last Updated Comments
e | e e — ]
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3. The following fields are editable: Fiscal Year, Submitter Name, Email
Address, Phone number and Comments.

pE e ———
File  View Report Help

4 Select Module () Back Forward | [ Save
Report Level: State

Organization: Harmony Aging

State: HA

RELE Region I

Fiscal Year: 2012 -

Submitter Name: Jane Dos
BNk sss email @email . com
Phone Number: (802) 543-1234

Comments:

Verified?
Submitted?
NSIP Certified?

SPR Certified?

4. When finished viewing or editing properties, click Save.

Deleting Reports

To remove a report from NAPIS SRT
Navigate to the Reports list.
Highlight the report you’d like to edit and press Delete on the toolbar.

w NP Y

At the prompt, click Yes to continue or No to cancel.

Importing Reports

NAPIS SRT can import reports from DBF, XLS, and XML files. DBF, XLS and XML
files allow you to import data into NAPIS SRT from an outside database via .dbf
or .xml files in order to populate your annual or quarterly reports.

» To import files into NAPIS SRT
1. Navigate to the Reports list.
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2. Press New on the toolbar.

e S e

Report Source: |
Fiscal Year:

Submitter Mame: Excel Import

Email Address: ,:r:sp:gsrrt

Phone Number: (802) 543-1234

Comments:

[7] Copy Developmental Accomplishments?

o (e

3. Choose DBF Import, XML Import or Excel Import.

4. Once you choose a third party import option, the browse dialog will
appear.

et I

Report Source: [KML Import hd ]
Select XML File : E]
Fiscal Year: 012 -

Submitter Name: Jane Doe

Email Address: email @email.com

Phone Number: (802) 543-1234]

Comments:

[ ok [ caneel

5. Browse to the file using the browse dialog.
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Load XML Files

G

Organize « New folder =~ O @

- MName
i Favorites o

Bl Desktop 4 Libraries
4+ Downloads 1% Computer
15| Recent Places €l Network

m

@ Harmony &ging Agency 5
- Libraries
@ Documents
J‘i Music

[&=] Pictures

B videos

o Computer

8 ocea | 4 U I C

File name: Harmony Aging Agency 5 - [XMLFiIa v]

[ Open |+ | concel |

6. In the Import screen, select the file you want to import and click Open.

7. Click OK at the prompt and the new report will be created,
automatically populated with the data found in the file.

Printing Reports

NAPIS SRT can print individual sections from a report or the entire program
report. When you click Print Report from within an open report NAPIS SRT
brings you to the Print Report screen. Print Report allows you to determine
which sections you would like to print.

» To print out a report
1. From within an opened report, press the Print button on the toolbar.

i e e I

File View Report Help

l{24 select Module () Back ) Forward | [l Save [ Validate Report [ Validate Section [B) Validate Cell [3} Export & Print Report §2) Print Errors 3% Preferences

[ section 1 | [ sectiontt | [ Section 11t [ A section v

[ section.A | [ section.8 | [] Section1.c | [7] Section .0 | [F] Section 1. | [7] Section LF |
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2. Use the plus buttons to expand the areas within the Print Report
screen and select specific sections that you’d like to print. If you'd like
to print the entire report, press Select All.

Print Report @

Select report section(s) to Print:
a8l Section 1. Elderly Clients and Caregivers
4:---|:|5Ectinn 11. Utilization and Expenditure Profiles
+-["]Section II1. Network Profiles
+-[|Section IV, Developmental Accomplishments

Select All | Deselect All

3. Select a Printer. Change printer preferences as needed.

4. Click Print and the sections you selected will be sent to your specified
printer.

Exporting Reports

Use the NAPIS SRT export feature to export report data into Microsoft Excel®
and other third party programs. Files created using the export feature cannot be
imported by NAPIS SRT.

Here's a list of the export options offered by NAPIS SRT:

e Adobe Portable Document (.pdf) - a read-only format. PDFs are
typically opened with Acrobat Reader.

e MS Excel (.xls) - outputs formatted data to an Excel spreadsheet.
e MS Word® - convert the section into a Microsoft Word document.

e HTML 4.0 (.htm) - HTML stands for HyperText Markup Language.
This is a file format primarily used for publishing to Web pages.

e Rich Text File (.rtf) - a plain text file.

» To export a report
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1. From within an opened report, press the Export button.

Export Report =

— i — =

Select report section(s) to Bxport:

E2¥[M Section 1. Elderly Clients and Caregivers
--DSecﬁnn I1. Utilization and Expenditure Profiles
&[] Section II1. Network Profiles

--DSecﬁnn IV. Developmental Accomplishments

Select All | Deselect All

2. Select the specific sections that you'd like to export. To export the
entire report, press Select All.

3. Press OK
4. Select a file format in the screen that appears.

Search Desktop e R
Qrganize * MNew folder 4= @
0 Favorites R
Bl Desktop 4 Libraries
4 Downloads 1M Computer
‘lf_._—.l Recent Places G" Metwork
. 5RT Documentation |
- Libraries
@ Documents
J’ Music
[E5] Pictures
E Videos i
- ] ;
File name: -
Save as type: | Bxcel File (Fxls] -

Rich Text File (*.rtf)

= Hide Folders HTML Document (*.html)
PDF File (*.pdf)
‘Word File (*.doc)

5. Select a location to save the file.
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6. Click Save.

Submitting a Report

You can only submit a report to AoA once it has been Validated.

> To submit a report to AoA
1. Navigate to the Reports list.

2. Confirm that the report you want to submit had been validated by
looking for a check in the Verified? column. (If your report has not yet
been validated, see Validating a Report for instructions.)

3. Highlight the report you want to submit, then click the Submit button
on the toolbar.

@ [[E[X
File  View Action Help
4 Select Module () Back Forward | 7] New [ Open [Zf Properties X Delete | & Print [& Print Preview = % Refresh|| [3 Submit Certify NSIP _
P N
By | LastUpdated Comments grganlzahon Report Level Fiscal Year Submitter Mame E-mail Address Phone Numbe_%
10/29/2011 2:2... Harmony QA State 2012 Ronald Christian ronald-christian @privanet. com (123) 456-78¢
11/2/2011 5:05 ., |test 290ctn Harmony 04 State 2012 Ronald Christian | ro istianEpriv 75¢
|10/29/2011 2:4... [testixml 2%oct  |Harmony QA |State | 2004 |Ronald Christian | hello@hi.com | (123)458-739
10/29/2011 4:3... |testl Harmony QA State 2012 Ronald Christian ronald-christian @privanet. com (123) 456-78¢
1in/Mmainit a2 Harmmma (al.) Ctata helaTnbel Danzld Chrickian ranzld AhricHan @arivanat Fam 173 ace_ 70 il
4 3

4. You will be prompted to confirm your report submission. Click Yes to
continue.

5. After submitting your report the Submitted checkbox will be filled in
and you will receive an automated confirmation e-mail from AoA
confirming that the report submission was received. The confirmation
e-mail will be delivered to the e-mail address that was entered on the
Properties screen when the report was created. To edit or add an e-
mail address prior to submitting, see Viewing and Editing Report
Properties.

» To re-submit a report to AoA

1. Highlight the report you want to re-submit, then click the Submit
button on the toolbar.

2. You will be prompted to confirm that you wish to re-submit the report.
Click Yes to continue.
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[9} Are you sure you want to subrmit this report?

Yes Mo

3. After re-submitting your report you will receive an automated
confirmation e-mail from AoA confirming that the report submission
was received. The confirmation e-mail will be delivered to the e-mail
address that was entered on the Properties screen when the report
was created. To edit or add an e-mail address prior to re-submitting,
see Viewing and Editing Report Properties.

Certifying NSIP Data

NAPIS SRT gives state users the ability to certify that the NSIP numbers in their
validated reports are correct. After a State User certifies that the NSIP numbers
are correct, a checkmark will appear in the NSIP Certified by State? column.
When AoA certifies that the NSIP numbers in the report are correct, a
checkmark will appear in the NSIP Certified by AoA? column. NSIP data in
reports that have not been validated cannot be certified.

» To certify the NSIP data in a report

1. Select a validated report from the List screen and click the Certify
NSIP button on the toolbar.

2. You will be prompted to confirm the certification of the NSIP data.
Click Yes to continue.

3. In the Certify NSIP screen that appears, check the I Agree checkbox,
then enter Your Name, Your Title and any Comments.
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State ID: HA
Fiscal Year: |2III 12
Report Period: |.ﬁ.nnual State Program Report

Home Delivered Meals: |

Congregate Meals; |

By certitying the NSIP figures in this report I acknowledge my
understanding of the fact that funds are associated with my
submission. I hereby declare that the information contained within is
true and accurate to the best of my knowledge.

v 1 Agree

Your Name: |name
Your Title: |ﬁﬂE
Comrments: comments

Certify | Cancel

4. Click Certify to complete the process.
5. A checkmark will then appear in the NSIP Certified by State? column.

Certifying SPR Data

NAPIS SRT gives State users the ability to certify that the data in their validated
SPRs are correct. After a State User certifies that the data in the SPR is
correct, a checkmark will appear in the SPR Certified by State? column. When
AOA certifies that the data in the SPR is correct, a checkmark will appear in the
SPR Certified by AoA? column. SPRs that have not been validated cannot be
certified.

To certify the data in a validated SPR

6. Select a validated report from the List screen and click the Certify
SPR button on the toolbar.

7. You will be prompted to confirm the certification of the report. Click
Yes to continue.
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8. In the Certify SPR screen that appears, check the I Agree checkbox,
then enter Your Name, Your Title and any Comments.

State ID: HA
Fiscal Year: |1EI 12
Report Period: |.-5.nnua| State Program Report

By certifying this SPR I hereby declare that the information contained
within is true and accurate to the best of my knowledge.

v 1 Agree

Your Name: |name

Your Title: |ﬁﬂE
Comrments: n:Dmments|

Certify | Cancel

9. Click Certify to complete the process.
10. A checkmark will then appear in the SPR Certified by State? column.

Note: The checkbox in the “"Locked” column will be checked for report
within fiscal years that AoA has locked down for editing. If AoA locks
down 2010, for instance, then any report submitted in 2010 will no longer
be editable.

User Customizations

Users are provided with various tools that they can use to facilitate data entry.
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NAPIS State Reporting Tool

Changing Report Fonts

You can customize the fonts that NAPIS SRT uses in from within any opened
report.

» To change the font used in a program report

1. In an open report, click Preferences in the toolbar.

Font: Style: Size:
ﬂ |Regular ﬂ |B. 25 ﬂ
Error Cells

Foreground Calaor: ||:| White j

Background Color: |- Red ﬂ
Sample:

Mormal text 123.00

Text with error 0.00

QK. | Cancel | Reset |

Select the desired font form from the Font dropdown list.
Select the style from the Style dropdown list
Select the font size from the Size dropdown list.

i »WN

As you make your selections, the Sample window will display the
changes.

o

Click OK to save your changes.
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NAPIS State Reporting Tool

Changing Report Colors

You can customize the colors that NAPIS SRT uses in error messages from
within any opened report.

> To change the colors used in error messages

1. In an open report, click Preferences in the toolbar.

w

Font: Style: Sizes
ﬂ |Regular ﬂ |B. 25 j
Error Cells

Foreground Caolaor: ||:| White j

Background Color: |- Red ﬂ
Sample:

Nl:lrmal tewt 123.00

Text with errar 0.00

0K | Cancel | Reset |

Select the desired color from the Foreground Color dropdown list.
Select the desired color from the Background Color dropdown list.

As you make your selections, the Sample window will display the
changes.

. Click OK to save your changes.
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